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Accounting Technician Standard Job #525-04
GS-525-4

A. Major Duties

Typical, but not all inclusive, duties are illustrated by performance of any combination of the
following:

Receives obligating documents such as purchase orders, travel vouchers, requisitions,
and contract documents and reviews same for correct object class and accounting codes,
and program codes making appropriate corrections where required.  Maintains
subsidiary records as necessary to track obligating documents.

Inputs data into Agency automated system, manipulates data as may be required to
respond to inquiries, and obtains outputs for obligation and fund status reporting
purposes.  Reconciles these reports with the reports obtained from the Central
Accounting System (CAS) of the National Finance Center (NFC), and as required,
assists the fund holder in their review of reports.

Establishes projects, and adjusts cost estimates for recurring charges, e.g. cost of
utilities, rentals, and research support agreements.

Performs other related duties such as preparing travel documentation including
authorization, providing advice to travelers of routine travel matters, travel vouchers for
foreign and domestic travel; serving as alternate imprest fund cashier; typing memos,
forms, and charts from handwritten copy into final form.

B. Evaluation Factors

1. Knowledge Required by the Position (FLD 1-3, 350 points)

Knowledge of standardized, established accounting procedures and techniques
sufficient to classify accounting transactions and maintain or reconcile accounts
and accounting records for operations when there are few variations in the
transactions handled, limited subdivisions in the accounts, and few problems in
identifying the proper account classification or in balancing and reconciling the
accounts.

Knowledge of Agency accounting terminology, policies, standard procedures,
regulations, documents, and basic account structures, and the ability to work
with automated accounting systems.
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Ability to detect and analyze commonly encountered or simple data errors in
accounting records.

Ability to operate a computer keyboard in order to input accounting data into the
Agency system.

2. Supervisory Controls (FLD 2-2,125 points)

The incumbent works under the supervision of the supervisor, who provides
general work assignments giving the scope and purpose of the assigned work.
The incumbent is given detailed instructions for new or one-time assignments,
plus those that are unusual or judged to be difficult. 

The incumbent accomplishes continuing assignments independently and
according to established and prescribed procedures.  The supervisor is consulted
on any problems or situations which are not covered by instructions or standard
operating procedures.

The work is reviewed upon completion for accuracy and compliance with 
instructions and established procedures.

3. Guidelines (FLD 3-2, 125 points)

Guidelines include Agency regulations and control accounts (CA) procedures,
NFC Procedural Manual, FMD guidance and directives and generally accepted
accounting procedures.

The employee must use judgement in selecting and applying guidelines to the
various situations and in detecting errors.

4. Complexity (FLD 4-2, 75 points)

Assignments include a variety of transactions and documents including but not
limited to purchase orders, travel vouchers, requisitions and contract 
documents.
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Transactions are usually readily verified and do not present difficulties in
identification.  Some charges are split over two or more accounts and contract
costs must be carefully monitored as to estimated costs versus actual costs.

Occasionally incumbent must check several different  sources to resolve errors
or identify documents.

5. Scope and Effect (FLD 5-2, 75 points)

The purpose of the work is to track obligations and commitments against fund
availability and thus to provide a mechanism for the manager to control funds
and to provide fund status information on which funding and program decisions
can be made.

Work affects the accuracy, timely submission, adequacy, and acceptability of
accounting and budget support covering the program and administrative activities
conducted by the organization.  Work also affects the timely availability of funds
to continue the conduct of mission-oriented functions in a field location.

6. Personal Contacts (FLD 6-2, 25 points)

Contacts are with employees within the immediate organization, employees
within the Agency serviced by the incumbent, Administrative and Financial
Management employees, and the National Finance Center.

7. Purpose of Contacts (FLD 7-1, 20 points)

Contacts are for the purpose of receiving or furnishing accounting information
on status of funds and to resolve or clarify problems.  Further, contacts are
made for correcting errors in the accounting system.

8. Physical Demands (FLD 8-1, 5 points)  

 The work is primarily sedentary.

9. Work Environment (FLD 9-1, 5 points)

The work is performed in an office setting.
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C. OTHER CONSIDERATIONS (Check if applicable)

[  ]  Qualified Typist Required
  [  ]  Supervisory Responsibilities (EEO Statement)

[  ]  Training Activities - Career Intern, Student Career Experience Program
  [  ]  Motor Vehicle or Commercial Driver's License Required

[  ]  Pesticide Applicators License Required
[  ]  Safety/Radiological Safety Collateral Duties
[  ]  EEO Collateral Duties
[  ]  Drug Test Required
[  ]  Vaccine(s) Required
[  ]  Financial Disclosure Required
[  ]  Special Physical Requirements/Demands
[  ]  Other:                                                       

Total Points: 805
Grade Conversion: GS-4

September 6, 1996


